




















































































































New Mexico Municipal Records Retention Schedule - 10-18-2018

Record No. |LO RECORD SERIES NAME DESCRIPTION/ EXAMPLIES RETENTION Department Old No. NOTES

Driver's License Application and identification Card
Applications (Form MVD-10229): These applications
submitted for obtaining a New Mexico Driver's License or
Identification (1.D.) Card. Numerical. Shows: applicant's
name and address, date issued, number, expiration date,
class, date of birth, sex, color of eyes, height, weight, social

1820002 seeurity number, vision exam, written & road tests, 3 years from datc of MVD
8.20.002 y : ; ; " :
Commercial Driver's License (CDL) knowledge test scores. issuance

CDL skills test scores, applicant's questionnaire, organ
donation statement, assumption o[ liability for applicant
under age, name change, applicant certification, and Motor
Vehicle Division (MVD) or authorized agent verification
signature. This record is created in quadruplicate. A. MVD
Division [12-16-82, 8-1-94|

(Any records not specilically addressed herein shall be retained in accordance with applicable law.)



E-mail Retention Guidelines

1. What are the retention requirements for E-Mail?

E-mail communications relating to municipal business are part of the Municipality’s records and shall be
retained depending upon the nature of the document, consistent with the retention requirements for
that type of document. E-mail
classified as public records in the Public Records Act, or the Municipality’s adopted records retention
schedules, must be retained basgd on established retention periods published therein. The content of
e-mail may vary considerably; therefore, each e-mail shall be evaluated to determine if it meets the
definition of a public record.

2. Which E-mail constitute pu

E-mail and attachments identifie
under the appropriate retention
schedules. E-mail that are publig

A
B.

3.

Non-record and transitory e-ma
nor do they certify transactions;
transitory e-mail include but are

A.

B.
C.
D

—zom

4. Other Considerations

A

Which E-mail are NOT publ

Policies and directives;
Correspondence or me
guidance regarding publ
Minutes of the Governin

ay include public records or transitory information. Only those e-mail

lic records?

d as public records shall be retained and stored for as long as required
period provided in the Municipality’s adopted records retention
records include but are not limited to:

oranda that contain final directives, determinations, instructions or
¢ business;
g Body or Boards and Commissions, advisory groups, ad-hoc

committees or work groups developing programs;

Messages that authorize

, establish or complete a business transaction; or

Final reports or recommendations such as to the Governing Body or Boards and Commissions or

produced by task forces

or study groups.

¢ records?

| do not set policy, provide directives, establish guidelines or procedures
they may be destroyed at the discretion of the user. Non-record and
not limited to:

Duplicate copies of messages sent to multiple people;

Personal messages and
Preliminary drafts of let
Messages considered br
exchange of ideas prelin
Transmittal e-mail that
transmitted;

Copies of documents dis
Announcements of sociz
Spam (unsolicited, comr,
Messages to or from E-1

E-mail should be filed in
management and reten
The attachment an e-m
transmits it unless the b

announcements not related to official City business;

ers, reports and memoranda;

ainstorming or preliminary thought processes in nature, reflecting the
ninary to the development of a final decision or position of the City;
o not add substantive information to the attachment(s) being

tributed for convenience or reference;

1| events, such as retirement parties;

nercial E-mail); and

nail distributions lists (listserv) not directly related to City business.

a manner that enhances accessibility and assists in records

tion.

il contains falls under records management, not the e-mail which
ody of the email adds substantive information to the attachment.




